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FOREWORD

The lork of the Teacher and Principal Evalua lion

Committees in constructingAob descriptions and evaluative

instruments presented herein was commendable. This hand-

book represents one of the most realistic and progressive

documents ever assembled on the subject of staff evaluation.

An outstanding production! Appreciation is extended to

Ur. Philip Saif, consultant, and to all members, individ-

ually and collectively, of the evaluation committees.

These job descriptions and instruments serve as

initial exemplary models for the school systems throughout

Connecticut seeking to improve their staff evaluation

programs. Continued efforts in this endeavor, are urged.

As we impleMent our evaluation prograns, staff

members ideas and recommendations are invited. This

manual is your resource; use it. That all our endeavors

converge to inprove the quality of the student learning

experience is our main objective and continuing purpose.

Dr. Peter D'Arri- Chairm-n

Dr. Louis Mager

Dr. Raymond Ramsdell

Staff Evaluation Project
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PREFACE

Connecticut P.A. 74-278* requires the evaluation

of teachers and administrators on a continuous basis. In

accordance with eleven interpretive guidelines adoptee by
the State Board of Education, the criteria for evaluation

mandate a comprehensive description of the responsibilities
of teachers and principals. Guideline IV, in -fact, states:

The general responsibilities and_specific
tasks of the .Pacher's position should be
comprehensively defined and this definition
should serve as the frame of reference for
evaluation.

Dr. Peter D'Arrigo, Superintendent of Scho in

Windsor Locks, felt that in order to develop a comp hen-

sive and meaningful evaluation system, it was first neces-

sary to define the specific tasks and responsibilities of

teachers. The Superintendent and the chairperson of the

Windsor Locks Teacher Evaluation Committee, John Maxwell,

agreed upon a committee of teachers to develop a job de-
scription for a classroom teacher. The four per ons on

*The law, the guiding principles, 4nd the guide-
lines with-their criteria are in Appendix B of this handbook.
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the committee were Nancy Ellis, Stephen Foley, John Maxwell

and Robert Morrell. The committee and the writer of this

handbook net frequently and worked diligently in creating a

job description for teachers that the committee felt most

approximated an "ideal" but realistic model for a classroom

teacher. The Superintendent provided helpful encouragement

and tine to the committee as they proceeded with their task.

In March of 1976, Windsor Locks, in cooperation wIth

Enfield and Vernon, applied for a grant from the State

Department of Education to work on a handbook for the eval-

uation of teachers and principals. The writer was asked to

serve as consultant to the project._ When Title V funds were

made available, the job descriptiOn for classroom teachers

developed by Windsor Locks served as a nucleus for discussion.

Teachers from the three school districts were chosen and met

together during several sessions in-Enfield to tailorthe

job description of a classroom teacher into its beSt possible

form.

The three school districts found that none of the

evaluative instruments presently in use by various school

systems correspond to the job descriptions included in this

handbook. Consequently, instruments were developed by the

committee to match the job descriptions in order to facili-

tate the assessment of teacher and principal performance.

The instruments were designed to be easily used without

special training.

It is important to remember tht the primary purpose

of. Connecticut P.A. 74-278 is tio improve the student learning

0:perience in any given school. The handbook is desigaed to

aid in achieving that purpose. Whereas the instruments make

reference to certain areas of evaluation such as subject



knowledge, these aspects of evaluation and their measurement
are dealt with more fully in other specialized publications,

as indicated under "Limitation of Instruments." The major
focus herein is on the student learning experience.

Philip S. Saif
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INTRODUCT_ION

The overall purpose of evaluation is for the im-

provement of the student-learning experience. Yet "eval-

uation" is seel generally as a required negative experience

to which all mist submit. Often as not, this negative

anticipation of evaluation thwarts the intended result,

sometimes even creating mOre difficulties and/or problems

,than existed prior to the evaluation.

The p,ocedure for effective, objective-based eval-

uation is one that requires a mutuality of trust and cooper-

ation between the teacher and the evaluator, as well as the

input of as much data from as many sources as reasonably

possible.

An evaluation process resulting from the above would

therefo e be a meaningful experience resulting in the improve-

ment (or maintenance) of quality per ormance.

The procedure of (1) pre-conference(s), (2) mid-year

conference(s), and (3) end-of-year conference(s) for evalua-

tion is suggested in the hopes of ultimately achieving an

improved student-learning experience. Each component of the

procedure is as follows:

-confe ence (s): The teacher and the

evaluator mutually decide in writing upon

e objectives, the activities; and the

-thods of validation. This should occur

the beginning of the school year.

( plember/October)

-2-
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The following procedu e serves as a means by which

the teacher and the evaluator mutually decide upon objectives,

activities, and the methods of validation.

Identi ication of ttems

1.1 The teacher uses the follow ng table and checks
in front of each item under the column he/she
feels is appropriate:

Category Satisfactory
Needs
Help

Not
Applicable

1. Planning and Preparation

2. Organization of students
and classroom management

3. Instruction and Interac-
tion

4. Assessment

5. Competencies and Pro-
fessional Development

6. Human relationships

1.2 The evaluator uses a separate copy to make appro-
priate checks.

1.3 The two lists are to be compared. If agreement is
reached under the column marked "Needs Help," then
this area is definitely the top priority for con-
structive action. If not, further discussion(s)
and communitation are needed until such Agreement
is reached.

What fall ows the identlfication of areas needing help.?

2.1 For each area needing help,proceed as in section 1
using the sub-headings from the job description, as
the following example demonstrates:

12
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Example Satisfactory
Needs

Improvement

Planning and Preparation

I). Identifies long and short term objectives.

L?. Prepares and maintains tten plans.

2.2 Again the two lists are compared and the specific
areas needing improvement are identified more
clearly.

What a.bout the.prin_oipal'_s_ evaluation.?

Use the same.technigue as with classroom teachers,
using the principal's job description as the guide.

4. What haRpens if mutuali_ty._is_not .4chieVed,during the_

comparison_of respon_ses?

4.1 Some school distIlicts thought of a third party in
cases of disagreement. The writer of this hand-
book disagreestvith such an approach. The-spiTit
of the law is to enhance communication between a

teacher and an evaluator, and a third party could
inhibit the achievement of this goal.

4.2 Lack of agreement is the first step in starting a

dialogue (not a monologue on the side_of the eval7
uator). A cooperative attitude of "give and take"
will result in aareements. Another way to.deal
with this problem is to try each side's point of
view for a semester or for a year, and then com-
pare the results.

Above all, if there is trust, there will be no
fear. The purpose of the entire evaluation_pror
cess is to attempt to improve a teacher's effective-
ness. This will best be accomplished through trust
and cooperation.

13

-4-



When a teacher and an evaluator reach an agreement, they

must determine the activities that will be used to meas-

ure the outcome. The suggested instruments in this

handbook are designed to assist teachers and evaluators

in their attempts to measure the degree of achievement

of the objective(s). Still other instruments can and

should be created by teachers and cvaluators to suit

their needs.

II. Observation s - Mid-Year Conference

(January/February)

The teacher and evaluator will monitor

the achievement of objectives. The eval-

uator will have observed classroom teach-

ing and/or whatever other aspects of

responsibility mutually selected during

the pre-concerence. _Strategies for im-

provement and/or reinforcement will be

discussed.

III. End-_of-Year.confe.ence_Csi

(May)

This is for the purpose of assessing the

degree of success in reaching each of the

objectives. A summative evaluationl will

result from this conference.

See glossary for definitions.



SAgge_ste, Forms

Th,2 forms that appe r on the following three pages
will facilitate putting the agreed upon objectives, activ-
ities and validation on one form.

The terms supervisor and supervisee are used so that
the forms could be used in the case of a classroom teacher
or a principal with the evalua or(s).

there is no sacred nUmber of ebjectives to be
adopted; nor is there a given length of time for each_obj c-
tive. An objective could be' successfully.accomplished with-
in weeks, while another may last for a year or even Ion4er.
The users of the suggested forms can use as many pages as
needed.

Concludin Remar

While writin objectIves, remember that an objec-
tive must be: measurable, time phased, explicit, realistic,
and related t- the goal(s).

15



Supervi e

Supervisor

rnitial Conference

(September/October)

Objectiv
Activities

to
meet each
objective

Sign ture

Date

Signature

Date

Anticipated
completion
date

Validation
(How do you know that
the objective has

been met?)

*A copy i_ to be in the hands of the supervisor, and another in the hands of
the supervisee.

"Each objective includes: (a) the observable and/or measureable performance
that 1$ :to occur, (b) the method by mhich one can determine how well the
performance is conducted, (c) the time element, and (d) the level of
satisfaction (proficiency level).



II. I!itermedi ate Onfertnce(1)

(January/Februar0

By JanuarY, both the supervis r and the supervisee should be able to offer

a preliminary estimate of the degree pf achievement of objectives. Objec-

tives at that time could be added, deleted, modified, or 1(ept as they are.;

,provided that whatever is mutually agreed upon is in a written form.

For the purpose of such conference(s), the following form is suggested.

Intermediate Conference s

(January February)

Supervisee

Supervisor

Signature

Date

Signature

Date

bjectives

Status

unchanged
Modified
New
Deleted

Es ti mate

17



111. s

(May)

By May, the supervisor, with the supervisee, will be able to make the

final evaluation based upon the degree of achievement of the objectives.

By that time, objectives for the next year could be identified. The

following form is suggested.

Supervisee

Supervisor

Final Con A s

(May)

A.

natur

Uate

5igna

Uate

ure

Objecti yes Assessment of degree of achievement

B.

Objectives for Next Year

18
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FART I

CLASSROOM TEACHER

A. A Teacher' Role

B. 0% Teacher's Job
aescri pti on .

19



A Teacher'_s Role

A teacher's role fs to perform in such a way that

he/she facilitates, stimulates and guides the learqing

of students, other teachers and community members. Ihe

unique teaching style and scop-e of each individual teacher,

as related to the following job description, should be

recognized by the evaluator.

This job description attempts to delineate tasks

t at &Il teachers should perform and-to_describe abilities

that teachers should demonstrate. The teacher mho goes

beyond these tasks and abilities is orie who exemplifies a

spirit of en husiasm and dedication to the job and to the
students,

2 0



B. A Teacher's Job Descri tion

In this job description the absence of some fam liar
words and terminology is conspicuous; e.g., "emotional

stability," °properly dressed," and "creative." McNeil and
PoOham made it clear when they wrote:

Further items often us_d to assess personal
characteristics are seldom adequately defined
and at times are not consistent with each other.
Cress has been, and increasingly is a matter of
personal preference; except for extreme cases,
emotional stability is something even psychol-
ogists have difficulty agreeing on; the factor
of initiative seems to contradict the predisposi-
tion to accept regulations, Second Handbook of
Research on Teaching 1973, p7-273 7---

Also, the reader will recognize that the area of

discipline has not been,dealt with explicitly.- Lt is be-

lieved that the concept of "discipline" is implicitly con-

tained in several of the components of the job description.

In order for this handbook to be of value to the

school dis ricts, several basic classifications-are. needed:

The word "teacher" is used in this brief
discussion as it is used in the law; i.e.,
everyone below the rank of superintendent.

The word "mutuality" refers to the trust
and conscientious agreement between a

teaeher and an evaluator for the improve-
ment of the teaching-learning experience,

Appendix A is a glossary ofwords used in
the job descriptions of the classroom
teacher and the. principal.

With this introduction in mind, the reader can proceed

to the following pages of the job description.

21
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Plannin -and Pre a a-'-n

The teacher:

1.1 identifies long and_short term course objectives.
1.2 prepares and maintains, written plans.
1.3 plans individual and group activities i.e.,

field trips, role playing, class discussion,
movies, slides, records, interaction, etc.

1.4 selects appropriate learning_from available sources:
texts, supplements, AV materials, etc.

1.5 evaluates .his objectives..
1.6 plans for performance evaluation.
1.7 modifies plans as necessary .

r nization of Students and C ass oom Manaqment

2.1 Professional Tasks

The teacher:

2.1.1, provides an environment in which students
learn ancrinteract.

2.1.2 provides an environment in which the stu-
dent feels emotionally and physically
secure.

2.2 Procedural Tasks

The teacher:

2.2.1 follows routine school procedures.
2.2.2 maintains appropriate student records and

submits required reports within designated
time limits.

2.2. 3 maintains an up-to-date record of basic
information for the use of substitutes as
required.

2.2.4 develops and maintains necessary classroom
materials, displays, and equipMent.



InstructIon and In erection

3.1 Instruction

The teacher:

3.1.1 chooses activities and: methods which best
meet predetermined objectives.

3.1.2 is aware of,and uses community resources
when available and applicable.

3.1.3 encourages full pupil, participation in the
learning experience..

3.1.4 encourages pupil in both Affective and
cognitive domains.

3.-1.5- encourages analytical and critical thinking.
3.1.6 teaches desirable work habits.and study

skills.
3.1..7 provides opportunities for individual

achievement.
3.1.3 executes plans.

3.2 Interaction

The teacher:

3.2.1 explains fully to stud
from them_in the lea.

3.2.2 creates an atmospher
free to express thei
ing respect for the
erty, and contributt.

3.2.3 creates an atmosphere ln which students
perceive that the teacher cares about what
and how they learn.

3.2.4 promotes self-awarenesS and self-respect.
3.2.5 encourages students to work to the best of

their abilities and to take pride in their
achievements.

3.2.6 is sensitive to, and adjusts as necessary to .

differences among children And considers- the
overall well-being of the individual chilch

3.2.7 is available for individual consultation at
a mutually agreed upon time.

3.2.8 keeps in confidence information that has
been obtained in the course of professional
service, unless discicSure serves profes-
sional purposes or is required by law.

hat is expected
tuatioP.

re students feel
while encourag-

, opinions, prop-
Others.



9 attempts to establish the co fidence and
respect of students.

3.2.10 is consistent in his/her expectations of
and reactions to students' behaviors.

3.2.11 demonstrates an acceptance of the students'
development from dependence toward indp,
pendence.

Assessmen

The teacher:

4,7 uses tests for diagnostIc p- _poses and/or place-
ment.
interprets the results of tests.*

4.3 establishes and informs students of the basis of
assessment.

4,4 periodically assesses student accomplishment of
objectives.

4.5 reviews test results with students.
4.6 encourages s udent self-evaluation.

*The term test" encompasses all methods of asses ment
that a teacher uses, and is not limited to the concept
of a test requiring the use of pencil and paper,

en.cles _and Professional Devel o- men

The teacher:

5.1 demonstrates knowledge and application of subject
matter.

5.2 keeps abreast of developments in techniques, phil-
osophy, and content in the professional literature
relating to teaching practice and subject areas.

.3 takes advantage of courseS, in-service training, ,

and conferences in his/her area of specialization
and competency.

5.4 makes use of constructive criticism.
5.5 sets realistic goals for self, based on a clea.

perception of his/her limitations.and capabilit es
and the reality of his/her situation.

5-
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5.6 makes use of student reac ions as valid data for
the evaluation of his/her teaching effectiveness
(for personal use only).

5.7 demonstrates self-control.
5.8 demonstrates positiVe.self-confidence.
5.9 questions the system constructively when believed

necessary.
5.10 idettifies any factors that may have interfered

with teaching effectiveness.

tRa2n_ftatimitial

The ultimate purpose of maintaining sound relationships
among staff and parents will be for the benefit of students.

6.1 Staf

The t acher:

5,1.1 cooperates with co-workers by sharing ideas
and methods of instruction.

5,1.2 exhibits professional and ethical behavior
toward fellow teachers and co-workers.

6.1,3 contributes to committees, faculty meetings.
5.1.4 seeks- assistance,_advice, and .guidance as

necessary from colleagues and/or specialists.
6,1-5 provides assistance, adviee, and guidance as

necessary for colleagues.

6.2 Pa e

The teacher:,

6,2 1 confers, as necessary and desirable, with
parents to foster a constructive parent-
teacher relationship

6.2,2 involves, when appropriate, parents in
class-related activities.

2 5



SUGGES TED I NSTRUMENTS
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In using the instruments included in this handbook,

please note the following:

1. Numberin of Instruments: The letter and number designa-

tions in parentheses in the upper right corner of each

instrument correspond to the letters and numbers of the

major sections of the teacher's and principal's job

description.

Example: (1-1) refers to the section on planning and

preparation in the teacher's job description,

while (P-1) refers to the section on manage-

ment in the principal's job description.

Successive numbers after the initial letter-

number designation (i.e., 1-1-1, T-1-2, etc.)

indicate the various instruments for the major

categories of the job descriptions.

2. Types_ of. Instrupepts) The variety of the instruments in-

d4cates that there are a variety of methods to use for
assessment. Teachers and principals should choose those

which best suit their needs. The selection of specific

instruments can best be done during the pre-conference

when mutually established objectives are chosen, though

further selection during the school year may be necessary.

se of nstruments: The instruments may be used in either

of the following ways:

1. Two separate forms are to be completed by
the supervisor and supervisee. The results
are compared and necessary comments written
during the post-observation conference.

2. The supervisor and supervisee complete the
same form using different colored pens or
pencils. They meet to discuss and comment
upon the results.

2 7
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_Exame:

Suppose that the item to be checked is: "The teacher

identifies long term course objectives." The instru-

ment to be used could be one of the following samples

The teacher identi fi es
1 ong term course objecti ves .

Sample_ A

Identi fled
& wri tten

Fl nIdentf ied Uni den-
& unwri tten ti fied

The two squares above each point are to be used by the

teacher and the evaluator, whether separately or together.

_Below the scale there is a space for comments if needed.

Sample

The teacher identifies
ong term course objecti ves

Yes No Comments

In this sample, it is a matter of either checking "Yes"

or "No" rather than the quality of the objectives. The

evaluator may use the space under "Comments" to indicate

the quality.

Sample C

Co- en

The teacher i den ti fi es
long term course objectives.

2 8
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In this sample it becomes obvious that it is a check
for the quality.

The teacher identifies
long term course
objectives.

Sample D

Teacher Evaluator Comments

This sample leaves it wide open for just a check, and

then ample comments should be used regarding the quality

of the objectives, the form in which they exist, etc.

Sample E

The teacher identifies
long term course objectives.

Narrative Summary:

Evaluator Teacher

In using-Ws form, the evaluator as well as the teacher,

write narrative summaries. Such a form does not provide

for precise comments, but may allow opportunity for dis-

cussiOn as to what is meant and what is not meant by a
given statement.

2 9
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4. Local Use_of ns rumehts: The choice of the instru-

ments is left to the individual school district. It

should be noted that the evaluator could be a fellow

teacher, a chairperson of a department, an administra-

tor, a principal, or a student. Therefore, school dis-

tricts are urged to use the type of instruments that

provides value and practicality to each of them. Also,

a school district has the choice of modifying.any of the

suggested instruments to suit its needs and human re-

sources.

5. Limi_ta ions_ofjh_struments_: The following instruments

do not deal with all aspects of teacher evaluation. They

are limited to what is indicated in the job description.

For example, those who are interested in evaluating the

process of interaction between a teacher and student, can

consult Simon and Bayer, Mirrors_for Beh_av_ior. III_ (latest

printing is 1974).

As for those who are interested in assessing teacher com-

petencies in specific areas, if needed, they can consult

the test collection of the Educational Testing Service

(ETS) entitled Asses_sment_of Teachers June 1973.



Planni ng_ and Prepara i on

Ins tructions : This instrument is i ntended for use by the teacher
and eval uator.

The teacher:

Identi fi es l ong term course
objecti ves

Comments :

2. Identi fi es short term course
objecti ves

Commen ts :

Prepares and mai ntains written
pi ans frequency) .

Comments :

4. Prepares and main tains wri tten
plans quali ty).

Comments :

3
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I den ti flea Men Id Uni den-
& wri tten & unwri tten ti fied

I den ti he

& wri tten

I den 1 le _ Unl den-

& unwri tten tifi ed

Plans are VTans are Plans are
always pre- often pre- never pre-
pared and pared and pared and
maintained maintained maintained

ans a e anS are lans do
clear and unclear and not exist
useable unuseable



5. Plans indi vi dual and group
acti vi ties .

Comments:

6. Selects appropri ate learning
materi al s from avai I able
sources .

Comments :

7. Plans the eval uati on of
objecti ves and performance.

Comments :

8. Modi fi es plans.

Comments

ans van e
acti vi ties

Usua y se-
lects appro-
priate
materi al s

. ans ac- v- ans no
i ti es of varieti or
1 imi ted of acti v-
vari ety i ti es

en se-
lects ap-
propriate
materi al s

om se
lects ap-
propriate
materials

no
Eval uates Eviluates woes n t
formati vely summati vely eval uate

Usua y pro- Irtën mo om
vi des al ter- i i es plans modi fies
nati ves plans



(I-

Plannin .and P e aratton

_Instructions: This instrument is intended for use by the teacher
and evaluator.

The teacher:

1. a. identifies long term course
objecti ves

1. b. identifies short term course
objectives

prepares and main a ns
wri tten pl ans

plans individual and
group acti vi ties

selects learning materials
from available resources

plans to evaluate objectives
and performance

modi .es plans

3 3

- 24-
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Plfration

Instructions: This instrument is intended for use by the teacher and evalultor,

The teacher:

L a. identifies long term course

objectives

I. b. identifies short term course

objectives

2, prepares and maintains written plans

3, plans individual and group

activities

4. selects learning materials from

available resources

5# plans to evaluate objectives and

performance

6. modifies plans

3/1

0

U
di

>1

0
0

C

4- u
0 (J

rd

4, 0
q.

0

0 0
C rT5

0
Comments:

(T.1.3)



Planning and. Prparatjon Rating Scale

Instructions: This instrument is intended for use by the teacher and evaluator.

Teacher Evaluator

1 Long term course objectives

a. well-defined and written

b, well-defined and unwritten

c. undefined

2. Short term course objectives

well-defined and written

b, well-defined and unwritten

c. undefined

Written plans frequency

a. always

b, usually

c. sometimes

d. never

4. Written plans - degree

a, prepares in detail

b1 prepares generally

c. does not prepare

5. Group activities

a, plans ahead

b. plans off-the-cuff

C. does not plan

d. does not apply

36
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P1 anni n an d Prjparation Rating Scal (Eont' d)

Teacher Evaluat r Comments

(T.1-4)

6. Individual activities

a. plans ahead

b. plans off-the-cuff

c. does not plan

d. does not apply

7. Learning materials

a. always appropriate

b. usually appropriate

c. sometimes appropriate

d. seldom appropriate

8. Learning materials

a. always selects in advance

b. usually selects in advance

c. sometimes selects il advance

d. seldom selects in advance

9. Objectives

at constantly plans to evaluate

b. often plans to evaluate

c. occasionally plans to evaluate

d. seldom plans to evaluate

10. Performance

a. constantly plans to evaluate

b. often plans to evaluate

o. occasionally plans to evaluate

d, seldom plans to evaluate

,



!it rain dptT_o,wm (Cont'd)

11. Modification of plans

a, constantly modifies
b, often modifies

c, occasionally modifies

d. seldom modifies

Teacher Evaluator Comments

40 41



(T-1-5)

Planning and Preparation

Instructi_ons_: This instrument is in ended for use by the _eacher
and evaluator.

Statement of Objec ve:

Narrative Summary:

-29-
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rianizationof Students and Classroom Manaaement

Ins_ructions: This instrument is intended for use by teacher and
evaluator.

The teacher:

P ovides an environment in which
students learn and interact.

Comments give examples):

2. Provides an environment in which
the students appear to feel
emotionally and physically
secure.

Comments ( ive examples

Follows routine school
procedures.

Comments (give examples

Maintains appropriate school
records.

Comments (give example__

4 3

-30-

MuCh _earn-
ing and in-
teraction
takes place

Fj "
tivents

seem to
feel very
secure

Some .earn-
ing and in-
teraction
takes place

r-
Students
seem to
feel some-
what secure

le

learning
and inter-,
action
takes place

Consisten y ten
follows rou- lows routine
tine proced- procedures
ures

tucents
seem to
feel

insecure

Consistent y
maintains
appropriate
records

lows routine
procedures

ten main-
tains appro-
priate
records

e eom
maintains
appropriate
records



5. Submits required reports.

Comments (give examples

6. Maintains up-to-date record of
basic informa- ion for use of
substitutes.

Comments ive examples):

7. Develops necessary classroom
materials.

Comments (give examples

8. Maintains necessary c_assroom
materials.

Comments (g ve examples

4 4

onsi_ rnt.y

submits re-
ports when
required

I-1 fl
CorMstently
maintains
record of.
information

(1-2-1)

en su e om su
mits reports mits report
when re- when re-
quired quired

O.ten
maintains
record of
information

fin
-Sel_öm--
maintains
record of
information

Consistent y
develops
necessary
materials

en
develops
necessary
materials

om
develops
necessary
materials

Consistent
maintains
necessary
materials

ten
maintains
necessary
materials

II
Le iom-
maintains
necessary
materials



arLiatiL2L22tritiirj.11 s rwWamt

Instructions: This instrument is intended for use by teacher and evaluators.

Professional Tasks Yes
Comment by

Evaluator

omment

r

byCTeache

1. Provides an environment in which students learn

and interact,

2. Provides an environment inivhich students feel

emotionally and physically secure.

Procedural Tasks

3. Follcws routine school procedures,

4. Maintains appropriate school records and submits

required reports within designated tire limits.

5 Maintains an up-to-date record of basic informa-

tion for use of substitutes as required.

6. Develops and maintains necessary classroom

materials, displays, and equipment,



orClassranaqeen

Instructions: This instrument is intended for use by teacher and evaluators.

1. Routine school procedure

a, always follows

h, usually follows

c, sometimes follows

d, seldom follows

2. Appropriate school records

a, always carefully kept

b. sometimes kept

c. carelessly kept

d. not kept at all

Required reports (check more than

one if needed)

a. 1. excellent reports

2. in on time always

b. 1. good reports

2. sometimes late

c. reports not handed in

4 Basic up-to.date information for

substitute's use

a, always available

b. usually available

c. sometimes available

d. never available

Teacher Comsent value or Comment



Itnjigle2z.aligiipom Vanigement (Cont'd)

Teacher Comment Evaluator Comment

5, Develops necessary classroom mater-

ials and equipment

a, always

b. usual ly

c, sometimes

d. never

6. Maintains classroom materials and

equi pment

a, always

b. usually

C. sometimes

d, never

49



(T-2-4

Or9anization of Students and Classroom Management

Statement(5 of Objectiv

Evaluator's tIarrative Teacher Na a ive

-35-
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Inst

l_nstruction and Interaction

uctions: This form is intended for use by teachers and evaluators.

Instructional Techniques - Narrative Commentary

Teacher's Res onse Evaluator's Re onse

1. The teacher uses the following
method(s) to meet predetermined
objectives:

2. The teacher uses the following
activities to meet predeter-
mined objectives:

3. The teacher uses the following
community resources:

not applicable, why not?)

4. The teacher uses the following
methods and activities to pro-
mote pupil participation:

5. The teacher uses the following
methods to encourage creative
skills:

5 2

-36-



Instruction and_Interaction (Cont'd)

Ttache

(T-3-1

Res onse Evaluator's Res onse

6. The teacher uses the following
methods to encourage the
acquisition and application
of facts:

7. The teacher uses the following
methods to encourage analytical
and critical thinking:

8. The teacher uses the following
methods to teach desirable work
habits and study skills:

--

9. The methods and activities are
appropriate to the instructional
level of the students. (Explain)

O. The teacher provides the follow-
ing opportunities for individ-
ual achievement:

1. The teacher provides materials
that are appropriate to the
identified objectives.
(Explain



Instructjn Cont'd)

eache Response
12 The tache r pro'vides materials

that are rya-liable in adequate
quantity. (tf rot w why?)

(1-3-1)

Evaluator's R s nse

1 . The teacher p ro vi de s materials
that are appropriate to the
abilities of the students.
(If not, why? )

14. -The teacher plans o4operative1y
witti others te enha Tice the
trarsfer of 'crow-lecke.
(If not why?)

51



instructi on and n teracti on

B. Interacti on

6.

7.

8.

Cultic!)

Yes
Data

nsuffi cient

(T-3-2)

The teacher expl ai ns fully
to studen ts Oat i s v<pected
from thern in the 1 earni ng
si tuati on.

The teacher crotes an atmos-
phere whe re students feel free
to expres s their views whi le
encouragi ng respect for the
ri ghts, opinions , property, ,
and contributi on of others.

The teacher creates an atmos-
Dh ere i n which students per-
cei ve tha t the teacher cares
about wha t and hcw they
learn.

The teacher promotes.. se l_f.._.
awareness and self-respect.

the teacher encourages stu-
ients to work to the best of
thei r abili ties and to take
)ri de in thei r achievements.

rhe teacher is sensi ti ve to,
Ind adjusts as necessary to
iifferences among chil dren and
:onsiders the overal 1 wel l-
)eing of the individual chi id.

'he teacher i s avail ab le for
.ndi vi dual consultation at a
iutual ly agreed upon time.

The teacher keeps in confi -
lence informati on that has been
Ibtained in the course of pro-
'ess ional servi ce unless di s-
losure serves profess ional
urposes or i s requi red by law.

-39-



Instruction and Interaction (Cont'd

The teacher attempts to estab-
lish the confidence and respect
of students.

The teacher is consistent in
his/her expectations of and
reactions to students' behav-
iors.

11. The teacher demonstrates an
acceptance of the students'
development from dependence
toward independence.

12. The teacher provides an en-
vironment in which students
learn and interact.

13. The teacher provides an en-
vironment in which the stu-
dents apPear te feel emotion-
ally and physically secure.

14. The teacher presents material
at a rate and degree that is
consistent with student
ability levels.

Yes
Data

tnc ufficient

T- -2

Comments



(T-3-3)

Instructi on and Interaction

nstructions: This form is intended for use by teachers and eval uators.

A. Instruction

1. The teacher uses a variety of instructional techniques to execute
plans.

2. The teacher chooses activities that correspond to course obj ec ives.

always usual ly

Cony n ts

seld orn ne er

The teacher chooses niateria1s that-correspond wi th course objecti yes.

al ays us ua Ty

CorninentS :

never

4. The teacher chooses materials and acti vi ties that are consistent with
student abili ties ,

Comments:

- 41-
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Instruction and Interaction Cont'd)
1-3-3)

The teacher makes use of community resources when appropriate.

_ 11 11
al ays usua y seldom never

Comments:

The teacher

a ways

Comments:

nvolves all students in the learnin- process,

usual seldom neve

7. The teacher encourages students c itical examin_tion of subject
natter.

Comments:

The teacher explains to students how to best fulfill course objec-
tives.

Comments:

9. The teacher provides opportunities for individual achievement.

ways usua y sel.om never

c nts:

5 8

-42:



Instruction and Inte -c ion (Cont'd)

10. The teacher allows student initiated discussion.

Comments:

(T-3-3)

11. The teacher c arifie- builds, or develops ideas suggested by
students.

_ --1 _ _ flfl
a wayt usually seldom

Comments:

nil
never

12. The teacher stifles in class contributions from some students.

always usually seldom

Comments:

B . In teracti on

never

1. The teacher explains fully to students wha- is expected of them in
the learning situation.

Comments:

ev6-r



n and Interaction (Cont'd)
T-3-3)

2. The teach 's response to students conveys to students the feeling
that their contributions are understood.

Comments:

The teacher's r

a.
a ways

Comments:

esponses to students help them clarify thei r thoughts .

u ua ly seldom
El

never

4. The teacher provides for a classroom environment free from intimidatior
or threat.

always usual ly seldom

Comments:

5. The teacher demonstra -s affection for studentS4

mnrer

Comments:

6. The teach-

always

Comments:

al oi s for humor in the classroom situation.

usually seldom

6 0

-44-

never



Instruc ion and Interaction (Cunt d)

7. The teacher adjusts to the individual differences amon

a ways usua v se lom

(T-

students.

never

Comments:

The teacher is available for consultation.,

always usual y seldom n ver

Comments:

9. The teacher keeps in confidence information that has been obtained
in the course of professional service, unless discIosu e serves
professional purposes or is required by law.

n,F
Oways

Comments:

10. The teacher is consistent i
behavior.

a ways

Co- -ents:

seldom

his/her expec a ions of

II
seldom

11. The teacher is consisten n his/her reaction to student behavior.

always usually

Comments:

6

-45-

seldom never



lnst-uction and Inte action (Cont'd)
(7-3-3)

12. The teacher encourages his students to listen to and respect the
statements of others.

Comments:

13. The teacher encourages respect for differing opinions- values, and
life styles,

always usua ly selThm never
fin

Comments:

6 2

-46-



(T-3-4)

:nstrtEction and Interaction

Ins u_c ons: This intruvieit is intended for use by students, to be
returned only to the teacher. Though this particular
survey is most relevant to middle-high.school students
others are available that may be used in the higher
elementary levels (4th grade on).

ons to

.Student Survey

e Student * This survey is to help me improve my teaci
g a *i Ities and your learning experience. Please assist

me by honestly completing the survey. Any specific ex-
amples or comments will be very helpful. You may remain
anonymous. Thank you for your help.

Check off scale where most appropriate.

The teacher . . .

1. Makes students feel free to approac him/her for consultation.

very

approachable

Examples and/or comments:

unapproachable

Encourages questions and expression of student viewpoints.

encourages discourages

Examples and/or comments:

Allows students to disagree with his/her statements and opinions .

is receptive is defensive
to disagreemen

Examples and/or comnien

, about disagreement



The teacher . .

4. Encourages all studenLs to par icipate in discussions.

encourages discourages

Examples and/or comments:

Leads productive class discussions.

very
productive A .unproductive

Examples and/or comments:

6. Makes an effort to tailor his/her teaching to meet students' needs
and interests.

makes qrea
effort_

makes no
effort

Examples arid/or comments:

Seems to favor cer ain students at the expense of others.

shows much
favoritism

shows li
favoriti

Examples and/or comments:

Selects materials that are readable and inter sting.

very readable
and interesting

difficult to read
and uninteresting

Examples and/or comments:

6 4
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The teacher .

9. Suggests additional reading matriais to interested stidents when
appropriate,

often
suggests

Examples and/or comment

10. Selects course mate ial which i significant and worth Studyin9.

not worth,

studying
well worth
studying

Examples and/or comments:

11. Expects a reasonable amount of lovOrk,

expects too exPeCtS ton
much work 1 wirk

Examples and/or comments:

12. Presents material that is appriate to the students backgroirids

and abilities.

material
too difficul

mater al
too easy

Examples and/or mments:

13. Presents material at a rate that is appropriate to the students-
backgrounds and abilities.

material covered
too quickly ,

Examples and/or comments:

6 5

material covered
too 'Tolq y



uction and Interacti

1. List any character-.

(T-3-4)

teaching technfques etc,, that have enhanced
your instructor's effectiveness as a teacher,

2. List any habits, mar
your instructor's ef

risms, or characteristics that interfere with
ctiveness as a teacher.

What is your ins grea est ass

4. What is his nding h coming?

What specific things do ou think might be done to improve his/her
teaching in this course?

Other comments,



(T-4-1)

Assessment

n ions: This fori is intended for use by teachers and evaluators.

Tbe teacher:

Uses tests for diagnostic
purposes.

2. Uses tests for plac'

Interpre s the results of tests.

4. Establishes the basis of
a sessment.

Informs students of the basis
of assessment.

Periodically assesse student
accomplishment of objectives.

Reviews test results with
students.

Encourages student self-
evaluation.

Yes No Comment



(T-4-2

Assessmen a rati ve

ns tructi Aons This foinn is intended for use by teachers and evaluators.

5:taternerjecti ve )



(7-4-3)

Assessment - Student SurVey

This instrument is intended as a 5urvey of student opinion dealing with
assessment. It should give the teacher feedback concerning the eacher's
assessment practi ces as well as possible strategies for improvement. It

is intended for the teacher's personal use only as part of the self-
evaluati on program .

Ins

The teacher:

o the Student: The purpose of this student survey is to
gi ve me constructive ideas for improving the methods I use
to assess your achievement in this class. Please indicate

th an "x" where you feel my abilities are on each scale.
Please remain anonymous. Feel free to comment and gi ve
examples. Thank you.

1. Explains fully the course requirements and goals at the beginning of
the course.

expl ains

fully
does not
explain

Examples and/or comments:

2. Gives exams or papers which are fair tests of what is taught.

very
fair unfair

Examples and/or comments:

Gives exams or papers which are closely related to the goals o the
course.

closely
related

Examples and/or comments:

unrelated



The teacher:

( 1- 4-3 )

4. Has impa tial grading practices

very parti al to
impartial certain students

Examples and/or co ments

5. Re urns graded student work pronptly.

always
prompt

never

Exampl es and/or .comrnents:

6. Provides helpful and constructive c mmults on IN1 itten work.

comments comments not helpfti
very helpful or non -existant

Examples and/or commen s:

7. Reviews the results of tests with students.

always
reviews

s_

Examples and/or comments:

never
_reviews

Encourages students to evaluate -thei r own work .

always never
encourages encourages

Examples and/or comments:

What suggestions for improvement do you have

7 0



(T-5-1)

Competesicies and Professior31 _Development

Ins_tructions_: This instrument is intended for use by teachers and evaluators.

Name Date

1. Knowledge and

application of

subject.

2. Professional

literature.

Professi onal

parti ci p ati on.

-7 L7
-Thorough Adequate Inadequate
knowledge & knowledge & knowledge &
application application application
of subject of subJect of subject
area area area

conve

sant with

current

literature

Contributes

time to im-

prove in-

struction

uentiy

reads to

keep up with

new trends &

developments

Contributes

tire when

requireO

Is not aware

of the latest

developments

Contributes

time to no

advantage

e

Does not take

advantage of -

opportunities

Comment:

Comnent:

Comment:

72



4. Constructive

criticism, Is open to Is becairing kpi Is c osed to

criticism more capable criticism all oriticisq

of receiving unwillingly

criticism

5. Goals

6. Student

reaction.

7. Self.

control.

73

.N=4 i.aEr

Consistently Is usually Shows much Has a totally

works within aware of the confusion unrealistic

the realm of limits of about limits view of self

the possible the situation and/or the

situation

Consistert y Frequent y Ocäsioa1 ly Disregar s

perceives & uses student uses student student

benefi ts reacti ons reacti ons reaCti ons

from student

reactions to

teaching

ways main- ii11ii n- Beraves un-

tains con- tains reason- predictably

sistant and able self-

reasonable control

self-control

Comment:

Comment:

Comment:

Comment:

(T-5-1)



8. Self.

confidence,

g. Analysis and

improvement

of the system,

poised, sure

of self, posm

itive about

teaching

methods and

ability

10, Teacher

effectiveness,

75

Ma es views

on system

known & is

actively in-

volved in

improvement

general ly

sure of self,

confident of

teaching

methods and/

or ability

a EL
Criticizes &

offers useful

al ternati ves

Identifies

the factors

that may

have inter-

fered with

effectiveness

and takes

steps to im.

provp thpm,

Identifies

the factors

that may

have inter-

fered with

teaching

effectiVeness

Unsure,

lacks seif.

confidence,

doubtful

about methods

and/or

ability

Defensive

about ability

and/or meth-

ods, not open

to sugges-

tions

Does not iake Criticizes &

views on sysm challenges the

tem known system igpuls-

ively & does

not contribute

to improve the

system

Is not aware,

of factorS

that may have

interfered

with teaching

effectiveneSS

Comment:

Comment:

Comment:

(T-5-1)



Teacher

77

Additi onal Cpents

Evaluator



Com e ies and Professional
vlonient

ns: This instrument is inteindad for use by teachers and oaluators.

Nam-

(T-5-2)

1. Demonstrates knowledge and application of subject matter,

2. Keeps abreast of developments in tochniques,
philosophyand content in the professional

literature relating to
teaching practice and subject areas,

Takes advantage of courses, in-service training, and con-ferences in his/her area of specialization
and competency,

Makes use of constructive criticism.

Sets realistic goals for self, based en a clear percep-
tion of his/her

limitations and capabilities and the
reality of his/her situation.

Makes use of student
reactions as valid data fo

evaluation of his/her
teaching effectiveness (for personaluse only).

. Demonstrates self-control,

Demonstrates positive self-concept.

80



(T-6-2)

Human _Re 1 ati onship_s ( Cont* d )

The teache

5. Provides ass is tan ce , advi ce and gul dance as recess ry for col le agu s

never pr
des as si s-

tance advi ce

and guidance

p vi des

ass i stance ,

advi ce and

gui dance

grudgi ngly

when as ked

provides
assistance ,

advi ce and
gui dance when

asked

Eva 1 ua tor's comments ( give examples

Tea che comments ( i ve exampl es

-71 -

o . fers assi s-

tance , advi ce

and guidance
without bei ng
asked



Human Relationshi s

nstructlons: This item is to be circulated among a group of peers of
the same department in the middle and high schools, and
among a group of teachers in the elementary schools.

prelimi_wy.: Do you interact with this person? Yes__

If the answer is no, do not respond to following ques-
tions -- but explain.

The ache .

1. a. Cooperates with co-workers by
sharing ideas.

b. Cooperates with co-workers by
sharing methods of instruction.

2. Exhibits professional and ethical
behavior toward fellow teachers and
co-workers.

a. Contributes to cormitt es.

b. Contributes to faculty meeti gs.

C. Contributes to other staff efforts.

4. Seeks assistance, advice, and
guidance as necessary from col-
leagues and/or specialists.

Provides assistance, advice, and
guidance as necessary for
colleagues.

9 6

-72-

Yes No Comment
(give ixarnple)

mmmom.



Human_Re1ationshtE

Istructions: This instrument is intended for use by
the evaluator. It may also be used by
peer group.

:aternent of Jbjectives:

irrative Summary:

he teacher and
he teacher's

_Evaluato Teach

- 7 3-



(T-6-5)

Human Relationshi s

-uctions: This instru int is intended to_be.sent home and re ed

to the school teacher or principa

1. Have you conferred with your child's teacher in any way?

Yes

In what way?

personal conference
telephone conference
note
PTA
operase
class visitation
other

No

please comnent:

Have you been involved in school related activities?

Yes No

please ent:

Do you feel this school is doing its best to meet the needs ofy
child? t1hat specific recommendations do you have for improvement?



PART II

PRINCIPAL

A. A Model for Principal
Evaluation

B. A Principal's Role

A PrincIpal's Job
Description



Introduction

A Model for Princi.al Evaluation

The following model of a principal's jb description

serves as the framework for evaluation. Accurate evaluation

requires input of data from a variety of sources to assist the

principal in the effective performance of his responsibilities,

all-geared toward the improvement of the student-learntng ex-

perience.

The job of a princIll deals with four major cate-

gories of interrelated responsibilities: (1) naragement,

(2) personnel (including students and staff), (3) curricu-

lum, and (4) human relationships.

1. Manalemen_t. This aspect of a p incipal's

Job includes responsibility for the follow--

irg: records of students and staff; fiscal

operations; public relations; the school's

physical plant; application of state, dis-

trict, and federal laws and policies; estab-

lishment of procedures and regulations in

the school; and educational supportive

equipment and supplies.

2. Personnel. This aspect requires in action

among teachers, support staff, and students

with vhom the principal works. This inter-

action includes supervision and evaluation.

100

-75-



Currtculum. This aspect includes responsibil-

ity for all programs inside and outside the

school that affect students.

4. Human Relationshi s: This aspect of the

principal's job description deals with the

nature of the principal's interacting with

various members of the profession l staff,

students, and parents.

The close relationship be-ween Personnel and Curricu-

lum dictates combining the two under one heading (Personnel and

Instruction) in the job description.

The evaluative instruments following the job descrip-

tion are designed to give the principal a perception of how

he is handling his responsibilities as well as to give con-

structive suggestions for improvenent.



Pri ci 1 's Role

A principal's role is to perform in such a way as

to provide leadership, supervision and coordination of the

-otal educational prog am within the school.

The incipal's responsibilities lie within the

areas of:

1. management
2. personnel.and instruction
3. competencies and profession l development
4. human relationships

The job desc- p ion attempts to delineate tasks

that all principals should perform and to describe abilities

that all principals should demonstrate. The principal who

goes beyond these tasks and abilities is one who exemplifies

spirit of enthusiasm and dedication to the job and to the

students in the school.

1 2
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PRINCIPAL JOB DESCRIPTI ON

1. Mana ement

1.1 School_Records

The principal:

1.1.1 Establishes procedures .
for safe storing and

integrity of all records.

1.1.2 Insures that recordkeeping procedures comply
with state, federal and district laws and/or
policies.

1.2 Fis- 1 Operations

The incipal:

1.2.1 Maintains close surveillance of all allocated
funds.

1.2.2 Prepares overall school budget.

1.2.3 Operates school programs within budget.

1.2.4 Maintains appropriate p ocedures to insu e
safeguard of funds.

1.3 Public Relations

The principal:

1.3.1 Disseminates information about school activ-
ities and programs to community.

1.3.2 Develops and maintains liaison with parents,
social services and media personnel.

1 4 School-Physical Plant

The principal:

1.4.1 Oversees custodial work to insure plant
cleanliness and maintenance.



1.4.2 S ts up procedures to insure plan_ is :ree
from safety hazards.

1.4.3 Provides procedures for security of school
facilities.

1.4.4 Fttempts to provide school environment
(psychological and physical) that is c ndu-
cive to the learning process.

1.5 Know

Scho

State Federal and District Laws and/or

Edu_cation Policies_ Affecting 0 eration

The pr ncipal:

1.5.1 Communicates requirements with students, _ a f,
parents and Central Adminis ration.

1.6 AdmiriisCrati ve Leadership Ja_nd Practices_

The pr -ipal:

1.6.1 Establishes efficient procedures and proc sses
for maximum administrative effectiveness.

1

1.

Develops viable student scheduling procedures.

Develops viable school- elated activities pro-
grams.

1.6.4 Cooperates with peers (other principals, eval-
uators, Central Office personnel, etc.

1.7 EducatioALL_S_LIP_FILLLY_L-E-9-Litarn

The principal:

1.7.1 Determines need for all school equipment and
supplies.

1.7.2 Maintains appropriate procedures for replacement
and repair of equipment.

1. . Recommends necessary supplies and equipment for
implementa ion and maintenance of current programs.
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2. Personnel and Instruc i n

2.1 Routine 5c_hoel_ Procedures

The principal:

2.1.1 Reviews responsibilities and cooperatively de-
termines school objectives with the superin-
tendent in accordance with district goals .

implements administrative and Board of Educa-
tion policies.

2.1.3 Interviews and recommends prospective staff
members.

2.1.4 Confers with teachers as a group concerning
new and existing school policies as contained
in teachers' handbooks.

2.1.5 Informs teachers of educa_ional resources and
pupil services available to them.

2.1-6 Confers with new teachers individually concern-
ing school policies and available resources.

2.1.7 Reviews laws, procedures and responsibilities
with teacher.

2.1.8 Monitors biographical data and general infor-
mation on file.

2.1.9 Monitors staff attendance r cords according to
policy and insures suitab e substitute teacher
placement.

2.1.10 Maintains appropriate correspondence relative
to staff in accordance with established Board
of Education policy, contract item(s), and
state and federal law.

2.1.11 Maintains appropriate staff evaluation records.

2.1.12 Maintains student attendance records.

2.1.13 Maintains student records in accordance with
established Board of Education'policy and st _e

and federal law.
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2.2 Su.ervision and Evaluation

The principal:

2.2.1 Makes
propri
for pr

iodic needs assessrMflt and make. ap-
recommendations to the Central Office

ams and personnel.

2.2.2 Develo-. school goals and objectives %Mich are
consistent with system goalS.,

2.2.3 Plans w th staff procedures for evalua ion of
school programs and student achievement.

2.2.4 Reviews the results of program evaluation and
student achievement with staff and other appro-
priate personnel, and makes recommendations to
the Central Office for curricu um modification .

2.2.5 Is responsible for providing opportunities to
make the staff knowledgeable of the curriculum.

2.2.6 Seeks input from staff and other appropriate
personnel to assess the curriculum in terms of
the edwcational needs of all students,

2.2.7 EstabliShes with staff procedures for curricu-
lum modification.

2.2.8 Meets with staff and other appropriate personnel
to determine the necessary materia s for improve-
ment of curriculum.

2.2.9 Is respensible for providing the thrne, materials,
and facilities for innovative approaches to the
curriculum, and modifying teaching strategies.

2.2.10 Gives recognition to those teachers who attempt
innovative approaches in implementing the curricu-
lum.

2.2.11 Supervilses and evaluates t a- ers on a con inuous
basis aS established by the school district.

2.2.12 EstabliShes with the teacher a constructive in-
structional relationship based upon the observa-
tion and analysis of classroom teaching.

2.2.13 Creates an environment in Wflich staff feels free
to cons lt with principal regarding needs.
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2.2.14 Provides orientation for (new) staff.

2.2.15 Assists in improvement of teacher-student re-
lationship.

2.2.16 Assists and encourages facultY in achieving
goals and objectives.

2.2.17 Helps the teacher in lesson planning when
necessary.

2.2.18 Confers with teachers regarding possible need
for specialists and consultants.

2.2.19 Makes available specialists and consultants to
meet the needs of teachers and students within
the school progran.



Com encies and Professional Dev-lo ment

The principal:

3.1 Keeps abreast of developments in techniques and con .ent
in the profesSional literature relating to administra-
tion.

3.2 Takes advantage of appropriate courses, inservice ain
ing, and conferences to enhance competencies.

3 Makes use of conStructive criticism.

3.4 Makes use of teacher reactions as valid data for the
evaluation of administrative effectiveness personal

use only),

3.5 Identifies any factors that may have inte- ered with ad
ministrative e.fectiveness.



4. Human Relationships

The incipal:

4.1 C9operates with staff and co-workers by s-a ing ideas
and methods of instruction.

4.2 Exhibits professional and ethical beh vior towa d staff
and co-workers.

Encourages faculty input in committees and faculty
meetings.

-4.4 Seeks assistance, advice, 'and guidance as necessary
from colleagues and/or specialists,

4.5 Provides assistance, advice, and guidance as necessary
for colleagues.

4.6 Keeps in confidence information that has been obtained
in- the course of professional service, unless disclosure
serves professioruil purposes or is required by law.

..A.7 Sets realistic-expectations for staff.

4.8 Attempts to establish the confidence and respect of
$ tudents.

4.9 Develops and implements a discipline policy in coopera-
tion with appropriate personnel that is fair and con-
sistent, and well understood by the students.

4.10 Is available for individual conferences with staff,
students and parents at a mutually agreed upon time.

4.11 Confers, as necessary and desirable, with parents to
foster a constructive parent-school relationship.

4 12 Facilitates cooperation,-trust among staff members.
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PRINCIPALS' EVALUAIION INSTRUMENTS,*

Sorne_of the items on pp. 0-110 are taken
Provided th ()ugh the cou tesy of Mr. Cam

110

on instruments
Arace, Bloomfield.



Instructions: This ins
evaluato

(P-1-1)

1. Mansampnt

ument is intended for use by the pniiicipal and

Cowmen

The principal:

1. Establishes pr cedures for safe
storing and integrity of all records.

Insures that recordkeeping procedures
comply with state, federal and
district laws and/or policies.

Maintains close surveillance of all
allocated funds.

4. Prepares ove all school budget.

5. Operat s school p °grams within
budget.

6 Establishes procedures to insure
safeguard of funds.

7. Disseminates information about
school activities and programs to
comnunity.

Develops and naintains liaison
with parents, social services, and
media personnel.

9. Oversees custodial work to insure
plart cleanliness and maintenance.

-86
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Managemen_t Cont'd)

Comments

The principal:

10. Sets up procedures to insure plant
is free from safety hazards.

11. Provides procedures for security of
school facilities.

Attempts to provide school environ-
ment (psychological and physical)
that is conductive to the learning
process,

13. Communicates requirements with stu-
dents, staff, parents, and Central
Administration.

14. Establishes efficient procedures and
process es for- maximum admini strati ve

effecti veness

Develops viable student scheduling
procedures.

16. Develops viable school-related
activities programs.

17. Determines need for all school
equipment and supplies,

18. Establishes proctdures for replace-
ment and repair of equipment.

19. Recommends necessary supplies and
equipment for implementation and
maintenance of current programs.

1 1 2
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(P-2-1)

2.1 Personnel and Instruction

(Sonool Procedures)

Inst uctions: This instrument is intended for use by the principal,
the evaluator, and/or the principal's peer group.

The principal:

1. Reviews responsibiliti
superintendent.

Ath the

Cooperatively determines school ob-
jettives with the superintenden in

actordance With district goals.

Implenen administrative and Boa d
of Edvca ion policies.

rntervies and recommends pr spec-
tive staff renters,

Inforns teachers of :ducational
resources and pupil services
available to them.

6. Confers with teachers as a group
concerning rew and ex sting school
policies.

Confers with new teachers in,clivid-
ually concerning school policies
and available resources.

Reviews laws, procedures and
responsibilities with teachers

Nonitors biographical data and
general infornation on file.

10. Monitors attndance records.

113
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2.1 Personnel a d Inst uction
Id)

The pri ipal:

11. Maintains appropriate correspond-
ence relative to staff in accord-
ance with established Board of
Education policy, contract item,
and state and federal law.

12. Maintains appropriate staff eval-
uation ratords.

13. Maintains student attendance
nacords.

14. Maintains student records in
accordance with established Board
of Education policy and state
and federal law.
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Sliryey_ of_ prIncipal Effec_ttveress

Ins- uc_tions_: This instrument is intended as a staff survey of principal
tributed to the staff and returned anonymously to the prin

To the. Staff.: PT,ease complete the following su vey to assist ne in the p
Any honest comments or examples that you can proA de would
my performance or to reinforce effective administrati ve pr
and return this to me. Thank you.

Extent to whi ch ins tructi onal rel a-

ti onsh ip is mutually agreeable.

Examples and or comments

2. Extent to which principal sets
realisti c expectations for staff.

Examples and/or commen Ls :

ee s teac er
views on teach-
ing strategies
allows for
teacher discre-
tion within
school prog_am,

A l ows te _

to pursue
methods

Expectati ons

reasonable,
within frame-_
work of school
programs and
personal abil-
ti es

ENpectati on

usually rea
onable wi th

framework o
school prog
and persona
abilities



3 Extent to which principal displays

supportive behavior toward me,

Exampl and/or comment:

4. Manner in which principal behaves so

that I feel free to discuss important

things about my job with him.

Examples and/or comments:

5 Extent to which principal tries to get

teachers ideas and opinions and make

constructive use of them in solving

job problems.

ExanpleS d/or comments:

117

(P-2 )

Displays no

supportive be-

havior or vir-

tually none

Disp ays sup-

portive behav-

ior in condes-

cending manner

only

sua y li -

plays support-

ive behavior

Disp ays sup-

portive behav .

ior fully in

all situations

1 feel com-

pletely free to

discuss things

with him

1 eel ratier

free to dis-

cuss things

with him

I do not feel

free to discuss

things with him

1 am afraid to

approach prin-

cipal for dis .

cussion

Always gets

ideas & opin-

ions & always

tries to make

constructive

use of them

Usua y gets

ideas & opin-

ions & usually

tries to make

constructive

use of them

ometimes gets

ideas & opin-

ions in solving

job problems

Seldom gets

ideas & opin-

ions in solving

job problems



Extent to which principal knows and

understands problems I face as a

teacher.

Examples and/or comments:

7. Extent to which principal assists

teachers in lesson planning when

necessary.

Examples and or comments:

8. Extent to which Onincipal encourages

staff members to use s ecialists and

resources.

Examples and/or comments:

Inquires o emonstrat as some now- Does not con-

teacher any an awareness ledge ard un- ceive of teach-

problems; dem- of problems derstuding er having any

onstrates an of problems I problems; is

understanding;

offers assis-

tance

face annoyed or an-

gered at their

presence

roviles e

ful suggestions

ccasiona y

offers some

help in lesson

planning

nsists esson

planniog should

be done in op-

position to

teacher views

I ers n

assistance

eachers in-

formed of spec.

ial services &

resources 8 en-

couraged to use

then

Teachers in -

formed of specw

ial services &

resources

ome teaers No informa ion

jnformed of re- given

sources & ser-

vices
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9. Extent to which principal makes mean=

ingful in-service programs available a, Initiates mean

ingful in-

service pro-

grams

Examples and/or comments:

10. Extent to which interaction and commu-

nication are aimed at achieving

school's objectives.

Examples and/or comments.

121

b. All teachers

actively in-

volved in in-

service pro-

grams, find it

meaningful and

useful

Respon s to

teacher re-

quests for

meaningful in-

service pro-

grams

me teac ers

involved, oth-

ers unatten-

dye, do not

see importanc

of program

ay ma e in-

service programs

available

c ers are

bored and/or

insulted by in-

service program

(P-2-2)

Interaction and Interaction an nteraction and Interaction and

communication communication communication communication

useful and per- often related sometimes re. not pertinent

tinent to to school's lated to to school's

school's objec-

tives

objectives school's objec-

tives, but

often of little

useful content

objectives
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11, Extent to which principal willingly

shares information with teachers,

Examples and/or comments:

12, Extent to which communications are

accepted by teacher,

Examples and/or comments:

13, Amount of responsibility felt by

each member of staff for achieving

school's goals -- teacher's perception

of hierarchy,

Examples and/or comments:

123

(P-2-2)

rovi es mini

mum of infor-

mation

-ives the tea-

cher only in-

formation he

feels they need

ives in orma-

tion needed &

answers most

questions

ee s to give

teachers all

relevant infor-

mation

General y ac-

cepted, but if

not, openly &

candidly ques-

tioned

ften accepted:Some

but if not, may

or may not be

openly ques-

tioned

accepted

& some viewed

with suspicion

Viewed-With

great suspicion

Personnel at Substantial Principa Central Office

all levels feel proportion of usually feels administrators

real responsi-

bility for

personnel, es-

pecially at

responsibility,

teachers feel

feel responsi-

bility; prin-

school's goals higher levels, relatively cipals feel

& behave in feel responsi- little respon- less; teachers

ways to imple- bility & gen- sibility for feel little &

ment them erally behave achieving often welcome

in ways to

achieve the

school's goals

school's goal opportunity to

behave in ways

to defeat

school's goals
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14. Attitudes toward other members of

staff.

Examples and/or comments:

15. Extent to which principal has confi-

dence and trust in me.

Examples and or c mments:

(P-2-2)

Favorable, co-

operative atti-

Cooperative,

reasonably fav-

Suiservient

attitudes to-

lubservient

attitudes to-

tudes through- orable attitu- ard principal; ward principal

out the school des toward competition for coupled with

with mutual others in status result- hostility to-

trust and con- school; may be ing in hostil- ward peers and

fidence some competi- ity toward contempt for

tion among peers; condes- subordinates;

peers with re- cenSion toward distrust is

sulting hostil-

ity & some con-

descension to-

ward subordi-

nates

subordinates widespread

Has no trust Has cowscend- Substantial but Complete con.

& confidence ing confidence not complete fidence and

and trust confidence and

trust; still

ishes to keep

control of

decisions

trust in all

matters
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16. Extent to which I in turn, have confi-

dence and trust in principal.

Examples and/or commen

17, Accuracy of perceptions by principal

and teacher of each other,

Examples and/or comments:

1B. Extent to which principal communicates

requirements to staff,

Examples and/or comments:

127

(P-2-2)

Have no con 1-

dence & trust

in principal

gave up er-

vient confi-

dence & trust

Supstantia ut

not complete

confidence and

trust

Complete confi-

dence & trust

1 ten in error ten in err

on some points

o er te y

accurate

Usual y quite

accurate

Staff is to-

tally unaware

of requirements

Sta-.f is some

times unaware

of requirements

Sta .: is usu-

ally aware of

what is re-

quired

Staff is fully

aware of what

is required



19 Extent to which teacher can influence

the goals, methods and activity of

his/her school (as seen by teachers).

Examples and/ r comments:

20, Degree in which teachers are involved in

decisions related to their work.

Examples and/or comments:

21, Extent to which requirements are con-

sistently applied to all members of

the staff,

Examples and/or comments:

12 9 130

(P-2-2)

None, except

through "infor-

mal organiza-

tion" or via

unionization

(where it ex-

ists)

i t e, except
i.

through 'infor-

mal organiza-

don' or via

unionization

(where it ex-

ists)

'oferate amount
. a

both directly 0

via unioniza-

tion (where it

exists)

u stantia
,

amount both di-

rectly and via

unionization

here it ex-

ists)

Not at a 1

feel purposely

excluded

Occasiona y

involved at

whim of prin-

cipal

U ua y -

volved

u1ii7VolVed

in all decis-

ions practically

related to their

work

11 staff mem- Uallreati Occasiona y Different ex-

bers treated all staff mem- favors certain pectations for

fairly and hers fairly and staff members different staff

equally equally members; un-

equal treatment



22. Extent to which principal seeks and

accepts criticism.

Examples and/or comments:

23. Extent to which principal provides

opportunities for innovation.

Examples and r comments:

131

(P-2-2)

Seeks and ac- ccepts criti- rolingly ad- Defensive about

cepts meaning.

ful criticism;

discusses with

teacher ways to

improve situa-

tions

cism; discusses

ways of im-

provement

mits mistakes suggestions

Encourages and Allows for in- rui ing y ac- goes n t a .ow

supports staff novative strat- cepts innova- innovative

in a variety of egies; does not tive strategies strategies; dis-

innovative interfere with courages their

strategies;

provides help-

ful assistance

dhere possible

attempts at in-

novative teach-

ing strategies

use

132



24. Manner in which principal recognizes

innovation.

Examples and or comments:

25, Extent to which principal uses technical

and professional knowledge in decision

making.

Examples and/or comments:

Extent to which school environment is

conducive to learning,

Examples and/or comments:

--

Praises teach=

ers who attempt

innovative,

meaningful ap-

proaches to

curriculum

Praises teac

ers who are

effectively

performing

their duty

Rareypises

or recognizes

teachers' ac-

complishments

,-

ever gives

teachers an in-

sight into how

they perform,

except for for.

mal evaluation

Extensive use

of technical &

professional

howledge

ome use o

technical &

professional

knowledge

itt e use o

technical li'

professional

knowledge

No evidence of

technical &

professional

knowledge

Disruptions of

classroom

learning

ouent and

unnecessary

Occasiona i1S

ruptions; often

without neces-

sity

ccasional dis-

ruptions; sel-

dm without

necessity

No unnecessary

disruptions
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27, Establishing confidence and respect

of students,

Examples and/or comments:

284 Extent to which principal knows and

understands problems faced by students,

Examples and/or comments:

135

(P-2-2)

Makes an e fort la(es some e - Remains à'f Is hostile t

to get to know fort to know and apart from wards studen

students; at-

tends school

events; seo

students regu-

larty, apart

from school

programs; dem-

onstrates an

interest in

students as

human beings

students students

W u y aware s aware o Is unaware of _chool programs

of student student prob. student prob or policies

problems; de- lams; does not lems; school create more

velops school actively pursue programs de. problems than

programs to programs to signed for ease they solve

meet these meet these of execution

needs

,

needs rather than to

meet needs of

students



0

29. Degree to which principal facilitates

student-teacher relationships.

Examples and/or comments:

30. Conferring with students.

Examples and/or c mments:

31. Conferring with staff,

(P-2-2)

Encourages s supportive 'equires ac- Is suspicious

teachers to of faculty in ulty to support of'student-

support and at- creating con- policies antag- teacher rela-

tend student structive re- onistic to tionship, dis-

activities, to

demonstrate an

lationships,

conductive to

sound student-

teacher rela-

courages any

interaction

interest in

them

learning tionships apart from

classroom

' ways aval -

able and will-

ing for student

conferences

ometimes

available and

willing for

student con-

ferences

-ruiging y

meets with stu-

dents; does not

seem seriously

involved

Unavai a'le or

student confer-

ences

linavailigi-57

staff confer-

ences

Always avai -

able and will-

ing for staff

conferences

Sometimes

available and

willing for

staff confer-

ences

Groging y

meets with

staff; does not

seem seriously

involved ,

Examples and/or comments:
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1 32. Conferring with parents.

0
i%)

139

Examples and/or comments:

A

33. Involving parents in school-related

activities,

Examples and/or comments:

341 Adequacy of physical plant.

Examples and/or comments:

' ways avel -

able and will-

ing for parent

conferences

ometimes i

available and

willing for

parent confer-

ences

ruiging y

meets with par-

ents; does not

seem seriously

involved

Unavaila e or

parent confer-

ences

Consistent y

involves par=

ents in school

activities

Iccasiona y

involves par-

ents in school

activities

are y invo ves

parents in

school activ-

ities

loes not in-

valve parents

in school re-

lated activities

Pkysioa p ant

totally inade-

quate

o me piysica

improvements

needed

'4equate p,vsi-

cal plant; not

used to maximum

advantage

' ica p ant

adequate and

used to maximum

advantage



35. Extent to which principal regularly

evaluates classroom teaching. Regu

(P-2-2)

ary Rarey

Is there advance notice of classroom

visitations? Yes No Sometimes

Examples and/or comments:

36. Manner of principal's classroom

evaluation.

Examples and/or comments:

37. Accuracy of principal's classroom

evaluati on.

Examples and/or comments:

141

Never

Appears inter= Genera ly Is uninterest- Is bored or

ested in what interested ed; present easily distrac-

occurs; in- only to follow ted during ob-

volved (pass school proced- servation;

ively) in

classroom

activity

ure classroom pres-

ence creates

problems

Ar ....1.....

Can identify

.
Accurate y Genera y ap- a es comme nts

assesses pears aware of out of a sense neither

strengths and what is happen- of obligation; strengths nor

weaknesses; ing unhelpful sug- weaknesses;

makes appro-

priate helpful

comments 0r

recommendations

gestions seems out of

touch with what

is happening

142



38. Clarity and mutuality of evaluative

objectives with teachers.

Examples and/or comments:

P., 39. Manner of dealing with parental

0 complaints.

Examples and/or comments:

143

Was he pfu in Was cear ani nslstei upon Itas unc ear

suggesting ob- straightforward objectives for about objec-

jectives for in mutually es- evaluation in tives; objec-

evaluation tablishing ob- teacher's tives upon

jectives

,

wishes which evalua-

tion was based

were not mu-

tually agreed

upon

Is tactfu , at a es reason- General y es Creates greater

tempts to solve able efforts to not respond to problems in re-

problems as

fairly and as

solve problems,

involving re-

complaints;

tends to avoid

sponse to com-

plaints

efficiently as

possible

lated personnel rather than

solve contro-

versies with

parents



40. Following established evaluative

procedures.
Is consistent ometimes ol

with estab- lows estab-

lished evalua- lished evalua-

tive procedures tive procedures

Improvement is needed in the following areas:

pre-conferencing

mid- (intermediate) conferencing

post-conferencing

establishing mutually agreed upon ev luative objectives

monitoring achievement of objectives

writing of evaluation reports

Examples-and/or c mments:

145

Does not ollow

established

evaluative pro-

cedures

(P-2-2)

146



(P-2-2)

Response

What do you consider to be my most outs anding asse- as a principal?

2. What do you consider to be my most outstanding shortcoming as a principal?

What recommendations that you would make, if implemented, could enhance
the programs offered at this school?

147
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(P-2-3)

2.2 Su ervision and Evaluation

_Insruc ions: This instrument is intended for use by the principal as
self-evaluation. The results are to be discussed with
the evaluator.

The principal should answer each question as.specifically
as possible, citing examples whenever apprpriate. Use

separate sheets of paper and return to the evaluator.

1. What needs did you identify for your school this yea

2. What recommendations did you make to meet those needs?

What are the goals and objectives of your school? Please explain

how they are consistent with system qoals.

4. What steps have you taken to create procedures for evaluating school
programs and student achievement?

5. With whom have you reviewed the results of these evalua ions, and
what recommendations have you made based on the results?

Please outline whatever steps you have taken to involve the staff=
in making decisions concerning curriculum development, implementa-
tion and modification.

7. What have you done to encourage innovative approaches to the
curriculum?

8. To what extent did you seek faculty input on the manner in which
the school is being run, and how did you respond to this input

9. How would you assess the relationships you have established with
staff members based upon your observations and analyses of class-
room teaching?

10. What needs have your staff members communicated to you?

11. What orIentation have you provided for staff membe

148
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(P-2-3)

2.2 Su ervision and Evaluation (Cont'd)

12. In what ways have you had a positive effect on teacher-student
relationships?

13. How have you assisted and encouraged teachers in achieving their
goals and objectives?

14. How have you helped teachers in lesson planning?

15. How have consultants and specialists been utilized in your school?

16. Have you followed the established evaluation procedures this year?
Do you have any recommendations for improving them?
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Competencies and Professional Development

Instructions_: This form is to be completed by the principal (as part of
self-evaluation) and returned to the evaluator, who will
then complete the following form. The resulting dialogue
should center_on strategies for improving or maintaining
the principal's professional development.

3 A. Professional Development

1. Which periodicals do you read regularly that you feel contribute
to your professional development?

2. This year, have you taken any courses -elated to administration?

If so, list.

Have you participated in ahy --nferences, worksho s or in-service

programs this year?

If so, list.

4. Explain how any or all of the above have contributed to your
growth as an administrator.

Do you ask your teacher reactions to you as a principal?

6. If not, explain.

7. If so, how do you use the information that teachers -f

5
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3,1 Profess ional

Li terature
onversant Iccasioiia y s not aware of

with current reads to keep the latest de-

literature up with trends velopments

devel opents

3.2 Professional

Participation

3 Cons tructi ve

Criti ci sni

3. 4 Teacher

Reactions

CortenEit and Prides sior2212f191j,L_Trt

akes frequent 0 caslona y Does not take

gl ecc1lent use makes use of ed- advantage of

of educati onal ucati anal °ppm- educati anal

opp ortuni ties tuni ties opportunities
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on s truc ti ve ti e criti CI sal al l cri ti cism

cri ti cis unil1i ngly

_

Perceives and bene- Occasional ly Oisregards

fits from teacher us es teacher teacher re-

reactions to ad-_ ructions actions

Ministrative actions

15 ?kiwi nistrati v_

Effecti veness

Henri fi es the ac-

tors that interfere

With effectiveness

and takes steps to
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factors that in-
tarfere wi tn

effecti veness
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the factors

that interfere
th effecti ye-
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Commen ts
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(P-4-l)

liolaJILELLT1;±iiin

Ins Alctions: identical form are to be conpleted by the evaluator
whi ch may include staff or peers) and by the principal,

and the results should provide the basis for a dialogue
on how to improve or maintai n quali ty human relationsh ips .

The principal:

Shares ideas and methods of i- .uc-

ti on wi th staff.

Exhibits professional and ethical
behavior toward staff.

Encourages faculty input in com-
mittee and faculty meetings.

Seeks assistance, advice, and
guidance as necessary from col_ -

leagues and/or specialists.

5. Provides assistance, -dvice, and
guidance as necessary for colleagues.

Keeps in confidence information
that has _been obtained in the
course of professi onal servi ces

Sets realistic expectations for
staff.

Attempts to establish the confi-
dence and respit of students.

Cooperates wi th teachers in es-
tablishing a discipline poi cY.

3

Y es No Commen nd! or Exanple

a=IElima
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(P-4-1

4. Human Rel ati ons hi ps (Cont' d)

The principal: Yes No Comment and Example

10. Is fai r and consistent i n admi n-
isteri ng the disci pl ine pol icy .

11. Makes wel I known to students the
parame ters of the di scipline pol cy.

12. Is avai I able for i ndi vi dual con er-

ences wi th staff at a mutually
greeabl e time.

13. Fos ters a cons tructi ve parent-

school rel ationshi p.

14.-- Facilttates-cooperationi- trust-and
good fee 1 i ng among staff members .

1 54
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In

(P-4-2)

Pamnt C.c_x_szinuniurve

ctions. The principal is to complete the form and the results
serve as the basis for a discussion on methods of

improving or maintaining a sound relatlonship with
the community.

What con act have you had with parents regarding the following:

school programs

curri culum

teachers

d scipline problei

other

What attempts have you made to convey information about school programs
to parents and/or community

Are you satisfied with your level of ach :vement? What do you feel can

be done to improve thi ?
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Glossary

Classroom
Environment: The sum total of all the physical, social, emo-
(atmosphere_ tional, and mental factors that contribute to

the total teaching-learning situation; for ex-
ample, heat, light, seating, individual differ-
encesamong members of_the_group, teacher per-
sonality, teacher-pupil relationship, etc.

Carter V. Good, editor, Di_ctionar of Educa
New York: McGraw-Hi Book Co., 5 p.

Formative and
Summative
Evaluation: The purpose of summative evaluation is to stress

the overall effectiveness of a program; whereas
the purpose of formative evaluation is generally
to help in the development of the program.

Enc:c1- edia-of Educationa
Eval_u_ation. San Francisco ossey-Bass Pub-
iisherS, 1975, p. 405.

Self-
Awareness:

Test:

Knowledge of one's own traits or qualities; in-
sight into, and understanding of one's own be-
havior and motives.

Horace B. English and Ava C. English. A Compre-
hensive Dictionar of Ps cholouicaland
Psychoana ytica. Terms New Tok : avid
B. McKay Co., Inc., 1958, p. 486.

The term est" in the j b description of a
classroom teacher encompasses all methods of
assessment that a teacher uses, and is not lim-
ited to the concept of a test requiring the use
of pencil and paper.
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-ON- ECTICUT PUBLIC ACT 74-278

An Act Concerning Teacher Evaluation

and

GU DELINES AND CRITERIA

for implementation
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PUBLIC ACT NO. 74-278

AN ACT CONCERNING TEACHER EVA UATION

Section 1. The superintendent f each school district
shall, in accordance with guidelines es ablished by the state
board of education for the development f evaluation programs
and such other guidelines as may be established by mutual
agreement between the town or regional board of education amd
the teachers' representative chosen pursuaot to section 10-15 b
of the general statutes, continuously evaluate or cause to be
evaluated each teacher. The superintendent shall report the
status of such evaluations to the town or regional bcwA of
education on or before June first of each year. For purposes
of this section, the term "teacher" shall include each employee
of a board of education, below the rank of superintendent,
who holds a certificate or permit issued by the state board
of education.

Section 2. On or before January 1. 1975, each to-. or
regi-Onal .school district_shall_s_ubmit, in riting, to_the. state._
board, af education a report on existing evOluation procedures
and plans for implementing the guidelin,es established by the
state board of education for development of local evaluation
programs.

acts of 1

c ion 3. Section 1 of number 73456 of the public
73 is repealed...

Section 4. The sum of thirty
priated to the department of educatio-
be from the sum appropriated to the fina
under Section 1 of number 74-31 of the 50
rent session for the reserve for legislatiOn affecting agency
budgets and shall be administered by said department. Said sum
shall be used for the development, plannin9, research and eval-
uation of the guidelines and Jprograms req.(dred by this act and
for assistance to town and regional boards of education fnclud-
ing orientation and in-service workshopS: in implementing such
guidelines and programs.

_nd dollars is ap ro
_II appropriation shall
advisory committee

:al acts of the cur-

SP' ion 5. This act shall take fect July 1, 1974.
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CONNECTICUT STATE DEPARTMENT OF EDU ATION
Hartford

Guidelines for Teacher Evaluation

The following _uideliries have been established by the State
Board of Education to serve as a framework within which each
school district can now develop or adapt its:program of eval-
uation of professional staff. While they have the force of
law behind them, these guidelines have been developed as a

means of improving the learning expeviences of students. I

is believed that the approaches to staff evaluation laid down
in these guidelines pave the way to positive approaches that
can be characterized by su.ch terms as mutuality, planning,
trust, and self-evaluation.

These,gui.delines were developed as the res it of the work of
the AdVisory Committee orvTeacher Evaluati n appointed by the
State Board of Education to make recommendations for the
Teacher Evaluation Act P.A. 74-278 enacted by the General
Assembly. The guidelines embody the viewpoints of a broad
spectrum of_educational _interests not_only_those_of the
Advisory Committee itself, but indirectly -many others, in-
cluding legislators, educators, and the lay community.

A school environment in which a teacher ray most fully develop
the art and science of teaching is essential. These guide,
lines are prepared in an effort to help create such an environ-
ment in every school system in Connecticut,

The i mar
th_ improve ee t o thètUd
Perience.

ur ose of teache evalua i n is
ning ex-

Teacher evaluation should be a continuin
the professional performance of a teacher
formance should be evaluated in terms o
atnties e me
2ectives a

cess through which
enhanced. Per-
de ree to wWTTh
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The goals of an educational system may be described as th6se
ultimate general behaviors expected of most students._ As
such, in at least a broad sense they describe and define for
the instructional and special service as.well as administra-
tive staffs the targets toward which their efforts should_be
directed. Such goals should be established at the local level
so that a teacher may set meaningful objectives upon which to
be evaluated. Based on such goals, objectives will be de7
veloped by the various units of the school system_and will
form the basis of the teacher evaluation program. Within those
units, the teacher (as defined in the statutes) must recognize
how he contributes toward reaching those goals. Thus, just as
the school system develops goals toward which it works, so too
the units within the system and ultimately the teacher recog-
nize how related objectives at their respective levels contribute
to the realization of the broader goals. The Connecticut State
Department of Education has conducted a study among various
interested groups to develop goals aimed at bringing changes
in student behavior.* A set of six major goals for education
have been developed:

Each student learns to communicate effectively.
Each student accepts learning as a lifelong
continuing process of self-development.

3. Each student develops the skills, knowledge,
and values necessary for responsible citizenshiP.

4. Each student increases his ability to understand
himselfand to function in his environment.

5. Each student acquires habits and attitudes which
have proven of value for .health and family life.

6. Each student applies his accumulated knowledge
and skills to present day living.

The goals have been accepted as working goals by the State Board
of Education to serve as criteria for the programs of the De-
partment. They are presented here to assist local school sys-
tems in the development of their own goals.

III. Ample tine is provided for this
apProaC.-_-to _teac..er_eva ua

oal-oriented

At least five years should be allowed for the development, de-
sign, eld-testing and review of the evaluation, with progress
reports from the school districts made annually to ti tate
Board of Education.

IV. A fiscal support system is established 1r the
?qrpose of assisting school T71cts_tLEEEEIL
or and conduct e-Vatuations.

Tased on Iftbiine6t) cut Ci ti zen Response to Edcti onal Goals"
(1971-1972).
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At the local level, planning and implementing .an evaluation
program requires time and personnel. Conditions in each local
district vary, and each district will have to assess its status
in this regard. Funds will be needed for such a program, not
only for implementation purposes, but also for the purposes of
in-service training. The State Department of Education has a
responsibility for helping with broadly recognize& needs in the
upgrading and advancing of competencies in personnel evalua-
tion. This in turn requires funding provisions at the state
level.

audeli_nes and _Criteria_for _tbe Development

of an_Etaluation Plan

GUIDELINE I. Each professional shall cooperatively determine
with the etaluator(s) the objectives upon which his or her
evaluation'shall be based.

CRITERIA:
1.1.1 Vritten objectives for the evaluatee are develop
1.1.2 Objectives are stated in operational (observable

terms.
1.2.1 Teachers and administrators work together in de-

veloping objectives.'
1.2.2 Objectives are jointly approved.

d.

GUIDELINE II. The evaluation program is cooperatively planned,
carried out and evaluated by all levels of the staff.

CRITERIA:
2.1.1 There is input from all reference groups.
2.1.2 There is substantial approval of program by all

groups.
2.2.1 Active roles for each group are specified.
2.2.2 There is a procedure to provide feedback from all

groups concerning the evaluation program.

GUIDELINE III. The purposes of the evaluation prograrri aro
clearly stated in writing and are well known to the evaluators
aqd those who are to be evaluated.

CRITERIA:
3.1.1 There is a clear written statement of the purposes

of the evaluation program.
3.2.1 Statement of purposet is widely distributed to eval-

uators.

16.1
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3.2.2 Statement of purposes is widely distributed to
those to be evaluated.

3.3.1 Statement of purposes is explained and discussed
with and by all reference groups.

GUIDELINE IV. The general responsibilities and specific tasks
of the teacher's position should be comprehensively defined
and this definition should serve as the frame of reference for
evaluation.

CRITERIA:
4.1.1 General responsi bilities of each professional P05 1

tion are defined in writing.
4-.2.1 Tasks for each individual are specified.
4.3 Above procedures serve as a reference for evalu-tions.

GUIDELINE V. The acc untability relatn- p of each position
should be clearly determined. The teiAcher should know and un
derstand the means by which he or she will be evaluated in r(
lation to that 'position.

CRITERIA:
5.1 The

ity
evaluation p ocess c early states
of the evaluator to the evaluatee.

the resp onsibi

5.2 The evaluation process c early states to whom and
whom each person is responsible in the evaluation
process
The evaluation prOcess clearly states how (nethods/
procedures) the evaluation is to be carried out.

GUIDELINE VI. Evaluations are more diagnostic than -judgniental.
The process should help analyze the teaching and Teaming to
plan how to improve.

CRITERIA:
6.1- Evaluation procedures utilized deal wi tti identifica

tion of strengths and weaknesses of the teaching
learning process.

6.2 Outcomes of the evaluation process is a plan or pre
scription for improving the teachinglearning process

GUIDELINE VII. Evalua Ion should take in
on the learning environoent such as mater
esources.

1Co
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CRITERIA:
7.1 The evaluation process takes into consideration the

level of support resources and, other influences affect-
ing the achievement of objectives.

GUIDELINE VIII. Self-evaluation is an essential aspect o
program. Teachers are given the opportunity to evaluate
selves in positive and constructive ways.

the
hem-

CRITERIA:
8.1 0pporturities are provided to each professional staff

member to conduct a self-evaluation.
8 2 Individuals are given the opportunity to include, self-

evaluation reports as part of the total evaluation
report.

GUIDELINE IX. The self-image and self-respect teachers
should be maintained and enhanced. Positive self-concepts can
be fostered by an effective evaluation plan.

CRITERIA:
9.1 The evaluation plan focuses on strengths of profes-

sional_staff members, not just weaknesses.
9.2 There is a clear statement of responsibility for main-

taining and enhancing the self-image and self-respect
of all professional staff throughout the evaluation
process.

GUIDELINE X. The nature of the evaltations is.such that it
encourages teacher creativity and experimentation in planning
and guiding the teacher-learning experience provided children.

CRITERIA:
10.1 The evaluation program clearly states encouragenent of

teacher creativity and experimentation in plannilg and
guiding the teacher-learning experience provided chil-
dren.

10.2 The evaluation program makes provision for teacher
creativity and experimentation in planning and guiding
the teaching-learning experience provided children.

GUIDELINE YI. The program makes ample provision for clear, per-
sonalized cons ructive feedback.

CRITERIA:
11.1 A pro edure (conference or written repo ') for review of

the evaluation is pr vided.
11.2 Feedback is given on an individual basis.
11.3 Feedback is based on diagnosis of the teaching-learning

process and includes positive suggestions for improve-
ment.
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A progress_assessment shall_ be. the _responsibility of th_e_ State

Department of Educatio

1. The Departnent inventories each school district
as to (1) status, and (2) plans for development
of teacher evaluation program. Prog ms are re-
viewed in terns of the exteht to which they are
meeting the guidelines.

2. The Department cwninunicates to each superintendent
the results of its review, its understanding of
the timetable proposed in the school district's
plaw;, and any recommendations for adjustment to

ch plans.

3. Eaci Superintendent receiving recommendations for
adjustments to plans acknowledges such recommenda-
tions and agrees to incorporate such recommenda-
tHms into a revised plan. Any superintendent who
does not agree with the recommendations requests a
meeting with the Department for the purpose of
clarifying aod setting forth an alternate plan to
fully implement effective evaluation program
within a tfeationable period of time.
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TEACHER EVALUATI

I. A Ferception

Edu'cational evaluation is concerned w th four major

arAs: program, students, materials used in classrooms, and

tenchers. Most of what has been published in evaluation deals

with programs and students, with some becoming available on

materials, Evaluators were shying away from the evaluation

of teachers until events of recent years forced them to turn

their atten 'on in this dir ction.

This article is conce ned with the following questions:

1. Why should teachers be evaluated?

2. How is evaluation of teachers perceived?

3. How can evaluation of teachers be done?

During the last fif een years, voices have been

raised asking for more accountability in education. Since

the economic situation during the period, described as in-

flation and recession at the same time, has had much to do

with demans for accountability, the underlying th-eme has

been "getting the most from the education dollar."

As the trend h $ bec le general, many states have

passed laws requiring evalu tion in education often specif-

ically identifying teachers as a sector to be e aluated.

*Philip Saif, "Teacher Evaluation," Con cticut
cation JournalAssocjatj'opi of Boards o
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Why have lawmakers required eva uation of teachers?

Some have answered this question simply by saying "to get

rid of 'bad' teachers." Others have seen evaluation as a

meais of determining salary scales. Educators did not feel

comforta le with either answer. They, however, looking at

the same question, have given different answers, namely:

"to improve student learning" and "to promote the profes-

sional growth of teachers." Therefore, the discussion in

this a ticie is primarily related to these concepts.

Since the primary professional activity of a teacher

s teahing, the major concern of teacher evaluation should

be effective student learning experiences. With focus on

the improvement of student learning, an evaluation scheme

should seek to help all_ teachers do a better job. It does

not concentrate on defining "good" versus "bad" teachers, but

assumes that each teacher is competent, and that each -,can

improve

"Good teaching" is too fuzzy a concept to be useful

in collecting data for evaluation. One way to .refine such a

broad concept is through asking questions such as "Good for

what?" and "Good for whom?" Consequently, the first step in

the evaluation scheme is to establish objectives that are

congruent with the goals of education for the society and the

school district; and .the final step will be to determine to

what degree these objectives were met. The diagram shown ex-

plains what the necessary steps are between the first and the

last steps.

The first three steps - establish objectives, design

activities, and determine criteria for validation - should be

done together. Mcf,t of the criteria needed will relate to

student performance and teacher activities that will lead to

student learning. Some related teacher behaviors will probably

-127-
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also be considered: attitudes, values, human relations, and

professional growth.

The individual teacher and the evaluator frequently

evaluator in schools is the 'supervisor) must work togetMt

decide upon the objectives which will form the major part

of the teacher's evaluation. The design of activities for

the achievement of the stated objectives is also meant to be

agreed upon by the teacher and the evaluator together. Activi-

ties and criteria need to be expressed and written in precise

terms So that there will be no misunderstanding about what i$

to be done and when various activities take place.

Like the first three steps in the diagram, steps 4

'-and 5 - implement activities and collect data - take place at

the same _time. It i important that the collected data be

appropriate to help in determining the degree of meeting the

stated objectives. To explain the importance of collecting

proper data, the writer mentions the,following incident when

he was consulted "after the fact." At the end of the year,

the principal of a high school found that, although both he

and the teacher had stated objectives, designed and implemen- d

activities,...the objectives were not Lchieved. Examination

of the collected data revealed that they had not included the

attitude of the teacher towards the course he was teaching.

Incidv,ntally, that attitude proved to be negative.

Step 6 - analyze data - is a natural extension of

steps 4 and 5; at the same time it forms the foundation for

the next three steps, in .which decisions Are made.

Step 7 asks Are the objectives reasonable? After

performing some (or all) of the activities according to the

plan, the evaluator, as well as teacher, can determine whether

or not the objectives were realistic. If not, they (the

-129-
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teach r and the evaluator) should go back to SteP 1 re-

exam e and modlfy or re-wrl te the objectives.

Step 8 asks Were the activities properly implemented?

If the answer is "no" one must go back to Step 4 to discover

what was not properly implemen ed.

Step 9 asks W re the data collected significant? Was

enough information gather and was it the right informatiOn?

If the data collected do not fulfill the purpose, one must go

back to Step 5 to determine other kinds of needs data.

When the three steps (7",- 8, and 9) ha.e all been an-

sw- ed "yes," it becomes obvious that Step "Willust ask Were

the objectives achieved? If the answer is "y'es," a new cycle

could be initiated. If the answer is °no," an overall exam-

ination should be done starting with the design of activities.

The teacher sh uld be an active participant throughout

the evaluation process, If information gathered during the

evaluation process is to be useful to the teacher in making

decisions, then the teacher and the evaluator should decide

1.19.211,An what should be evaluated, what criteria should be

used, and how information should be collected. As data are

gathered and analyzed, the teacher and the evaluator together

can make decisions as to which of the early steps should be

re- xamined.

Evaluation of teachers, as perceived above, is a way

for teachers and evaluators to work together in examining

performance so that, together, they can effect changes to im-

prove student learning. When teachers are active participants

in am on-going process, evaluation can be a valuable'tool in

impro ing the educational outcomes.
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In order to put the plan mentioned above into action,

the evaluator m.st -eet with the teacher at least three times

a year:

1 Initial conference(s) during the early part
of the year (September/October) to agree in
writin upon the objectives, the activities,
and methods of validation.

2 Mid-year conference(s) (January/February) ts)
check upon the processes.

3. End-o -year conference(s) (May) to assess the
degree of success in reaching each of the
.objec ti ves.

Various forms could be developed to meet such steps.

Are the Objectives Enough?

Whether educators call the system described above as

objective-based evaluation or contract or management by ob-

jectives, the question will be raised: Are such object Ves

enough for the evaluation of a teacher?

The stres, in the first part of this article, was

placed on the outcome. Objectives are geared towards stu-

dents and what they should learn. What about the teacher?

There are other characteristics that should be considered,

e.g. , accuracy, stability, creativitY, etc. How should

such characteristics be considered in evaluation of a teacher?

How could it be dove in a meaningful way? Most teachers are

familiar with 0-,e check lists which have been shown to be

Invalid. Some school-districts thought of scales. Frequently

such scales are of no value to a teacher. To illustrate, one

*The writer has developed some forms that are used
in the school districts with which he is consulting.



may take an item that does not usually appear on a soa e;

let itbe "Friendliness."

Example: Suppose tha "Fr endliness" is a dv-ired

item on the scale. It appears as follows:

Friendliness: 1 2 4 5

The evaluator is supposed to check or circle a number. What

does it mean to a teacher to say: "You are 3 out of 5 on

friendliness"? To improve such a sitation, another type of

scale had been proposed by Burks (1971). Definitions or ex -

planations of what is meant should appear on the scale, It

may appear as follows:

Friendliness: Friendliness is t
sociability a person has in relat
well as to fellow teachers and adm

On 00 00

warmth and the
to students as
strators.

roachable Warm and Extrove
Sociable very so

. Excellent in
ab e) establishing

relations wi
other people

Such verbalization will mean sonething to the person

to be evaluated. Teachers and a-dminiStr ors could come t

gether and identify the important itents. They may find

"friendliness" to be a trivial point that should not appear on

the list. The purpose of the two squares above each poin

that a teacher carrevalua e him/herself and the evialuator can

use the same form to see whether they aglree or disagree on the

separate items. If disagreement occurs, then discussion takes

place, which by its nature, will imprOve communications within

the school. Bo h the teacher and the eV luator can agree upon'

as many items as thev desire.
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Concludin Remarks

In this article evaluation of teacher is based

upon the following:

1. Specific objectives and ho_ to follow th ough.

2. ,Self-evaluation on items other than objectives.

An evaluator share his/her opiniiS on the

same scale that the teacher used fr self-

evaluation.
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